* 7 5-159 A |
|

oo— 0 ;

oo 100#°

Oc—028BA AmMmendmens +5
006 ——(D.Zl'j’/q S:EqDCkv~QJ¥-Q

AMeyDMe S o
E;-7'/j | A2 T7TA CTL\ eD

BY: PETE E. SCHINKEL AND C.D. SAXON

R

RE: SCHEDULE # 75-159

‘Thig schedule sets dispesition feor "Leoan Company Annual Statements
File", 19535 and continuing, approved 6/30/75 , and amends the
following existing schedules,

27-A "Leoan Company Examination File", 1925 and ceontinuing.

28-A4 "Loan Company Tax Report Fileg", 1970 and continuing.

37-A4 "Leoan Company License Renewal File", 1975 and continuing

100-A "Original Application for License File,
[Schedule 100, effective date 4/7/72 w
Company Closed Fileg" '19535-1969.]

9?5 and continuing.
titled "Leoan
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. STATE . . OPPICE OP BECRETARY OF STATE ACE I
! 1 0; App'l ication for DEPARTNERT OF ARCNIVES & WIOTORY ) ?‘Pl
GEORG A RECORDS D I SPOS I T I ON STANDARD RECONDS MANAGEMENT DIVIGION
1, -‘;ﬁuun bate - ”-‘»‘TFU?M See upamlu inlt_;::tinluwfar complation off} FOR RECORDS MAWAGEMENT DIVISION USE-
Jlme 24 1975 front and reverse of this form. -Sign original and twe copies Dete Received A’plle‘tlon wo. Lste Completed
2 Agency y Application Mo, and. forvard zolmpcnnﬂr of ":c“u" and Nietory, Attention: wN 30 1975

YN 2% 19?5 7{/{

Prrlcn to Contect

John Elkins
Assistant Deputy

Loan Commissioner | i w-
656-2080

—— _ P——— TR T T

Records Management Officer. ‘

S —
3 AGERCY, Dlvlntcn Subdiviaion & Administering Office Address

Office of Comptroller General

Georgia Industrial Loan Commission
Industrial Loan Department

125 State Capitol - Atlanta, Ga. 30334

7.ACTION REQUESTED N

Eﬂ ESTABLISH DISPOSITION STANDARD; Ej DISPOSE OF PRESENT ACCUMULATION;
RECORD WILL CONTINUE TO ACCUMULATE. NO FURTHER ACCUMULATION ANTICIPATED.

"B .Earliest & Latest . i i
Dates of Series 9. Exack Series Title (To amend applications 27, 28, 37, and 100)
1955 to date . Loan Company Case Files

10" that is the function of the office in which this record series is created?

The Georgia Industrial Loan Division (Department) is responsible for administering the
Georgia Industrial Loan Act to provide protection against unscrupulous and illegal '

money lenders. The Division administers license qualifications prescribed by law;

collects 1icense and investigation fees; investigates applicants for licemses; collects
monthly tafes on interest and requires reports to be submitted by each licensee; examines
licensees periodically, regulates licensee advertising: conducts investigations of compiaints
Bgalnst licensees; passes upon licensee relocation requests; requires annual licensee
finincial reports; requires licensee quarterly insurance reports; provides licensee training
programs and seminars; provides for formal hearings relevant to denial or revocation of
licenses; approves forms and records maintained by each licensee; and requires licensees

to submit reports on new manager qualifications.

RO P E—.

1.This file contains the following documents (include form numbers and tltles, if any,
and flle arrangement) . _

SEE ATTACHED SHEETS

ATTACH SAMPLES OF THE FILE

[ s S Vi G
12 . EQUIPMERNT NCCUPIEL No. of Dravers Cu. Ft. of Records Mo. of Drawers Cu. Pt. of Records
- . IH_IIUAL RATE OF ACCUMULATION . -
Letter-sice File Draveis . N . "y . e N
18 . - - 36
. . __In OfPiceln) in Storage Arsa{e) | -
Legal-size Tile Dravera . 45 ' s 90 : Vioor Spece Ocecupled (Bquare Feet) 6 - o
. - T P ) R . e B i -
" hts Last PrecedingfAll Prior
’ - Year s Yeat's Year's Years'
Storage Boxes . 39 39 e —
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e _QUESTIONNAI RE Pllt.:; _ln "z " inithcrproper c_;u-n. If anever is "YES," plesee expleln B - I vﬂ:;gﬁt:_};‘ﬁ—,:‘:
13. Is this the Record Copyfof the series? Ix) 01
. il
14. Ts there a duplication of this series in another office or agency? [ ] [x]
' .
15. Is the 1nformat10n contalned in this series ever summarized or publlshed° i1 [x]
Attach copy of summary or publication.
16. Does the series contaln classified information: requlrlng security hand11ng? I 1 [x]
17. Does the series initiate, amend or terminate agency policies and procedures? 1 I[x]
18. Could the function be performed if the files were lost or destroyed? 1x] ]'
19. Is the series {or major portion of it) regularly microfilmed? If yes, why? [ 1 fx]
20. Does the record series provide data as input to an EDP file? [ 1 [x]
21. Does the record series contain documentation produced as EDP printout? [ 1 [x]
22. Has the Federal Government issued instructions governing the retentlon/dlspo- L1 (x]
sition of these files? :
23. Will there be a need for these records 10, 15 years from now? If yes, what? X1 [ 11"
‘Records are needed for court appearances for up to 10 years. o e o ‘ B
2h REOUIREMENTS The following requires the files to be kept_ (See attached sheetsg
.[]STATE b. []STATUTE OF ¢.[]AUDIT  -d.[]FEDERAL e.[¥ADMINISTRATIVE f.[]HISTORTCAL
LAW - LIMITATION -~ PERIOD LAW DECISION VALUE

“25. AGENCY RECOMMENDATIONS.

of each

(Cite Law, Statute, or other reason for the retention rogquirerment)

SEE ATTACHED SHEETS

This agenc# recommends that the file series be cut off at the end

~-[ JCALENDAR YEAR -[]FISCAL YEAR -Kk]OTHER _SEE ATTACHED SHEETS ,then:

Hold in the current files area . month(s)/. year(s):

Transfer to [ ] State Records Center [ ] Local Holding Aree; hold year( ):
Destroy.

Transfer to State Archives for permanent retention.
Destroy immediately’ after cut-off. '
Other: (Specify)

-

(Indicate briefly rationale for recommendations above/or write additional remarks):

e

Date

/»A_s’

aat10ns Agency Head/Designee

(Signat

RED SIGNAT DATE

/e %w/

26
in paragraph 25|[ ] Approved Dlsapproved é;////bff
are: ate-Auditor/Designee _
Apardyed [ ] Disapproved _ (@'%ﬂ- Zg:
[STATE RECORD Secr f State/Designee VY ]
COMMITTEE [ 1 pisapproved /2 7/7%

At

éy General/Designee
Approved

' /WMW MJ

Disapproved

Z_a/jfﬁvf
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No

100-#

37-A

, /4MW
Py | 40
DescriEtioﬁ

LOAN COMPANY CASE FILES - Docu-
ments relating to maintaining
case records of Industrial Loan
Companies.

Included are:
Original Application for License

File -~ Documents relating to
licensing to conduct business in

first "Application for License"

(Form IL~-1, IL-2, IL-3 or IL-4).

File is arranged alphabetically by
city; thereunder alphabetically by
name of company; thereunder numer-
ically by company license number when
a company has more than one office in
a city. '

Loan Company License File - Docu-
ments relating to renewing licenses
of companies to conduct business in
Georgia. TIncluded are copies of
“"State of Georgia License" (Form
IL-4), Annual License Renewal
Application (Form IL-6), and related
correspondence. (Corporate Charter
may also be included) File is
arranged alphabetically by city;
thereunder alphabetically by name
of company; thereunder numerically
by company license number when a
company has more than one office

in a city.

Loan Company Examination File - Docu-
ments relating to examining loan
companies. Included are Manager's
Qualification Affidavit (Form IL-15)
Examiner's Report (Form IL-11);
Examination of Georgia Industrial
Loan Licensee (no form mo.). File
is arranged alphabetically by city;
thereunder alphabetically by name
of company; thereunder numefically
by company license number when a
company has more than one office in
a city.

Georgia. 4+ Included only is company's

A
4 # 755 flebhor ey

Disposition
£ '

!

Maintain in current files
area until company is no
longer doing business in
Georgia; then

Upon termination of a company's
permission to conduct business

in the State, remove entire

Loan Company Case File from active
file and place in Closed Loan
Company Case Files; Cut off

Closed Loan Company Case File

at end of each calendar yvear;

then transfer to State Records
Center; hold 10 years; then destroy.

Cut off file at end of each
calendar year; hold in current
files area 2 years; then
transfer to State Records
Center; hold 8 years; then
destroy.

Cut off file at end of ,
calendar year; “transfer
tords Center;

2 years; then destroy.

AMenOed Tw ’2[30/94

[
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De cri tlond’%‘o_ a ‘sz ' Disposition /36}/7\5/

Loan Coqpany Tax Report Files - Cut off file at, end of ea

Documents relating to maintaining : rrent
taxation reports of loan companies.
Included only is Loan Tax Report
(Form IL-12) describing outstanding
loans at the beginning of month, de
amount of loan made, collections,
interest and other information " Amendep 8/S[51
necessary to compute tax due. File

is arranged alphabetically by city;

thereunder alphabetically by name of

company; thereunder numerically by

company license number when a company.

has more than one office in a city.

Loan Company Annual Statement File - Cut off file at end of each
Documents relating to reporting . fiscal year; hold in current
annual financial status of loan files area 2 years; then retire

companies. Included ohly is companies to State Archives for permanent
annual statement (Form IL-7 and IL-8). retention.

File 1s arranged alphabetically by

name of company.

JUSTIFICATION

Original Application for License File - Original application must
be kept in office for reference as long as company is in operation.

Loan Company License File ~ Records must be available for court
proceedings for up to 10 years.

Loan Company Examination' File - Records are used for review in
revoking licenses when unauthorized or illegal activity is not
corrected.

Loan Company Tax Report File - Records are needed 5 years for
auditing when discovered that a company has filed a fraudulent
tax return

Loan Company Annual Statement File - Records have enduring hlstorical
value.
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Records Retention Schedule

- Leeaalttrllsd,
5 J12/21

ht

OFFICE OF THE COMPTROLLER GENERAL

Industrial Loan Department

i

i
/

The Industrial Loan Department licenses and regulates the industrial loan
offices of Georgia. Offices are licensed for the direct lending of cash in
amounts not to exceed $3,000.00 for a period of up to 36 months, 15 days.
Regulatory activities include periodic examinations of offices; loan tax
reports and annual reports; and handling consumer inquiries and complaints.

Appl

27-A

28-A

33

OFFICE OF THE COMPTROLLER GENERAL
Industrial Loan Department

Loan Division
K
]

Description

LOAN COMPANY EXAMINATION FILE -
Documents relating to examining
loan companies. Included are Man-
ager's Qualification Affidavit
(form IL-15); Examiner's Report
(form IL-11); Examination of’
Georgia Industrial Loan Licensee.
File is arranged alphabetically
by city; thereunder alphabetically
by name of company; thereunder
numerically by company license
number when a company has more

-than one office in a city.

LOAN COMPANY TAX REPORT FILES -
Documents relating to maintaining
taxation reports of loan companies.
Included only is Loan Tax Report
(form IL-12} describing the out-
standing loans at the beginning of
month, amount of loan made, collec-
tions, interest and other informa-
tion necessary to compute, tax due.
File is arranged alphabetically by
city, thereunder alphabetically by
name of company; thereunder numer-
ically by company license number
when company has more than one
office in a city.

QUARTERLY INSURANCE REPORT FILES -~
Documents relating to quarterly
reports by companies. Included are
reports {(form IL-13). Files are
arranged alphabetically by company
within insurance class.

115

Disposition

Cut off file at end of each
calendar year; then transfer
to State Records Center, hold
2 years; then destroy.
APPROVED: 11/10/71

AMENDED: 6/30/75

Amenvep 12/30/G2_

off files at end ofs each
current
files area ; then
transfer to Records
Center, h ;. then
destroy~
APPROVED: 11/10/71
ENDED: 6/30/75
AMENDED V[/S/91

Cut off files at end of each
calendar year, hold in current
files area 1 year; then trans-
fer to State Records Center,
hold 4 vears; then destroy.
APPROVED: 12/7/71
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Appl
No

~v 37-A

. 100-A

75-159
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Records Retention Schedule

" From S-RM -

¢ OFFICE OF THE COMPTROLLER GENERAL : i

Industrial Loan Department : o
‘Loan Division

Deécriptidn
LOAN COMPANY LICENSE RENEWAL

FILE - Documents relating to
renewing licenses of companies
to conduct business in Georgia.
Included are copies of "State

of Georgia License" (Form IL-4),
Annual License Renewal Appli-~
cation (Form IL-6): and .related
correspondence. (Corporate
Charter mpy also be included).
File is Ztranged alphabetically
by city; thereunder alphabeti-
cally by name of company; there-
under numerically by company
license number when a company has
more than one office in a city.

ORIGINAL APPLICATION FOR LICENSE
FILE - Documents relating to
licensing to conduct business in
Georgia. Included only is
company's first "Application for
Licease" (Form IL-1, IL-2, IL-3
or IL-4). File is arranged alpha-
betically by city; thereunder
alphabetically by name of company;
thereunder numerically by company
license number when a company has
more than one office in a city.

LOAN COMPANY ANNUAL STATEMENT
FILE - Documents relating to re-
porting annual financial status of
loan companies. Included only is
companies annual statement (Form
IL~7 and IL-8). File is arranged
alphabetically by name of company.

116

I4
{
i
{

Disposition
Cut off file at end of each
calendar year; hold in current
files .area 2 years; then

‘transfer to State Records

Center; hold 8 years; then

destroy.
APPROVED: 12/01/71.
AMENDED : 06/30/75.

Maintain in current files area

until company 1s no longer
doing business in Georgia; then

Upon termination of a company's
permission to conduct business

in the State, remove entire

Loan Company Case File from
active file and place in Closed
Loan Company Case Files; Cut .
off Closed Loan Company Case File
at end of each calendar year;
then transfer to State Records
Center; hold 10 years; then

destroy.
APPROVED: 04/07/72.
AMENDED:  06/30/75.

Cut off file at end of each
fiscal year; hold in current
files area 2 years; then retire
to State Archives for permanent
retention.

APPROVED: 06/30/75.

| (%%0%/?/
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I "S'TATE e "—1—’ s ’ OPFICT OF SECRETARY OF STATE C PAGE
oF A P p] 1 cati on for > DEFARTHERT OF ARCHIVES & NISTORY 1
: GEMGM RECORDS DISPOSITION STANDARD RECORDS MANAGRMENT DIVISION .
- T e T T T T £ R AT T N S
1 ,Applicstion Date ,Ws-fmfcnonsf "Ses saparate instrustions for aompletion of f} FoR HCGI?E M»\!A:BHHT prvison use -
{ B 9—1—71 o . front and reverss of this form. Sign ariginal and two copies Dats feceived Application o. Date Completed
2 'Apu:y Application No. . nd forwvard to Departmant of Anh{vu and Kistory, nun:ion "Ov 3 0 ‘37‘ 3 7 DEc l 1911
2 -:cl‘dc Managunnnt 04’{10"' e T S T T I WFZP’WWW?M'

R o
AG!IC! Dlvlllan lu“lviﬂun & Alllnilttrla‘ orue- Aﬂdrnu Perlon to Contact

Office of Comptroller General
Ga. Industrial Loan Commission
125 State Capitol

James E, Young
Horking 'Mtla’— T 7 1'01 Io
puty Comm1s51onet 2080

et R T e TR

S ——

B I T S A e one A MRS Pl R S,

“T.ACTION REQUESTED
[X] ESTABLISH DISPOSITION STANDARD; D DISPOSE OF PRESENT ACCUMULATION;
RECORD WILL CONTINUE TO ACCUMULATE. NO FURTHER ACCUMULATION ANTICIPATED.

T PR . W T R 7 2T L 3 EAR TR T TR S TER G SN UL T R T FIE T T T e e R S I TR T T T I L R = e
E Ioclusive Dates 9 Exac? su{na TITLE )

1955 to present Loan Company Flles (Company Flles)

e et g s A et T e e — TR, T S, | TN e . s o i T P i 1 e e i Ly o o

10 Vhat tuaction 'Cr?;!'l!d ruu]tod l.u ereaticn of Q.M- lerlel N

To coordinate investigations of all applicants for Industrial Loan Licenses to
make the determination that the financial stability, convenience and advantage,
and the needs of the consumer will be met before license is issued. Process
and issue renewals of the approximately 1100 licensees yearly. To levy and
collect annual license fees, investigative fees, and monthly Loan Tax on all
loans made pursuant to the Act. Receive and investigate complaints relating
to the companies licensed by the Department to the degree that the consumer is
tQta}ly protected. Carry on a program of education to acquaint licensee with
provisions of the Act. To provide day-to-day administration of the Law, Rules
and Regulations as they apply to the Industrial Loan industry in Georgia.

11 DIICI!I‘HOI 07 unus - !ncluﬂt lorl No. l 'orn 'l'l!.lo H‘ nny o

fThese'files consist of copies of "State of Georgia License" (Form IL-4)
issued to and Georgia I ustrl ] Looan Department, "Annual License Renewal
Application" (Form IL-G?fbf eac (industrial) loan company licensed to do
business in Georgia. The files also consist of correspondence relating to
11cen51ng of companjes as well as annual statements submitted by the
companies describing business done in Georgia.

(Coples of Licenses issued for the years 1969, 1970, and 1971 were not retalned

in the files.)
[
e - e mTT v B | e e e e TR o e T TG T T R AR TR T e P R A ST
857 PN o 7 lc of Dnv-r- Cu. Pt. or Records
gn.liz_,osc”?l'u "'nﬂm‘.-—;"f'l"‘-, .° o'r‘P'.'A.r' Iac“:;{!“ °' R.cord' DM T TN AR T G L T T T -
ANRUAL RATE OF ACCUMULATION
Letter-aise File Dravers _ _ ) ) . . 3 4 1
e i . N g 5 A PR SR . U RSN T e st AT AR R T m.zénaxmia—s:- ﬁx‘hzm e B
In Officels) HIn Btnrl.o Areain)
r < e TR e e ST
Legal-étte File Dravers 14 . 28 Fioor fpace O¢tcupled [Hguare Fest) p-—r28 E
pee e - e T N «» - e = bt AT e TR W L T T e e T L SRS SR SASRY S L T TR RN
‘ Thia Last Prec eﬂ!nr A1 Priordy
ly Anfiunl Aeeum\'thluﬂ Yeur's '..r,. r.‘r Years'
o — T e ) v_o-‘g!_——v— O R R 2 Tty
“
e i L e . — — .
AVERACE DATILY REFERENCES 10 3 R 2 l
[ R ’ . L kS . " | "
L—.*_- e — e T S P - - —m - e U U S I e T o i 7
Torm: AR-50.T1 .
= - N : - - o . ) M . TS T - - -
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[ QUESTIONNAIRE riece sn *s* 1o the proper astusn. 16 wneiis 1s Trse.® preces milm—' TR '/m T wﬁlﬁ_?ésﬂ NG
13. Is this the Record Copy ofpthe series?There is mo chel' mord of theae !110(8 (]
1k, Is there a duplication of this series in another office or agency? ;) | [] fnh
15. Is the information conta.ined in this series ever sunnnar:ized or published? '[] ]

16. Does the series.contain g}_asgi:fiéd information reduiringfé%;":‘gr_i—ty rha.ndllng? ‘_ 7._ [] m

17. Does .*fh? s,g;;g,s:__dgq_ume\qt pgl_}ig;g's and procedures of agency's operation :é'f‘. 'fxnié'tibﬁ? '[] N

18. Could the function be performed if the files were lost or destroyed? W {]
19. Is the series (or mé,jor portion of it) regularly microfilmed? If yes, why? (] W
20. Does the record serles provide data as input to an EDP file? | : [1 K
21. Does the record series cont‘a—indocumér;tat‘ion pr%duced as EDP prlntt—aut? e _.[=_] H
22.°1¢ the deries affected by Federal or'grant funds? . | FroLT R r RS
23.AW111 there 'be 0 need For’ these recbrdé 10 '15 yem frcm tHow? | 1f yes, wha.t? N B []
L N e ,‘T-; &ruﬁod_ espled . _J S ]
2?4__. ._REQUIREI‘ENTg ',T.‘he following requires 'bhe f‘lles to 'be Reptmm ms YEAR?, } .. :;

a.[]STATET {]s'm*rurE OF . ¢ []AUDI‘I‘ “d. []F”DERAL : e.RAMNISTRATIVE . []ms'romcml*"'
CLAW U - LIMIPATION - PERIOD . T LAW DECISION " " * VALUE " '

=0

R Cite Lat, Statute, or other veason For the petention r‘éqmrenfent)

25._A”GEiC-Y"REEOM;fiD—A—TIONS This a.gency recommends thet the file series be cut off at the end |

of each -[JCALENDAR YEAR -[]FISCAL YEAR -[)OTHER ,then:
A.[]Destroy immediately after cut off. _‘ : )
B.Eg]‘ﬂold in current files area_ mbnth(s)/ o year(s) ~then. R T
SRR § []Destroy. so G E o orar
e T E(]Transfer £o ‘records center holdr_v; year(s), then._”--‘? AR
vl ‘-__..—:_," ‘ ‘ BN ., e E(]Destroy. = . ER 'E'?‘F"
O R []Transfer historical ma.terial to Archives, R T R
' destroy remainder. &0 ' S BT
3 []Destroy after audit (or_ year(a) after acudit)
C.[]JHel 1 in current files area indefinitely. : '
D'”HOH in current files aresa_ - year(s), then tra.nafer to Archives permanently
E.[ jOther

(Indicate briefly rationale for reaomendations above/or write additional remarks):

(ATTACH SA_MPLES OF THE SERIES WHEN POSSIBLE) = "~ |

" -
o —— T
%‘ !I%‘ I Approved fer Division Date

LA Y b~
Recommendations‘

[]Approved
in Paragraph 25 Ei%pproved

| are-“ L | [Approved []Disapproved
6 /7‘ antn i -of- Georsi. N
x - |WAApprovad [1915annro»_ 42%@?!
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STATE . . OPPICE 0P BECRETARY OF STATE
oF Application for DEPARTMENT OF ARCEIVES & ETBTORY PAGE
GEORSIA RECORDS DISPOSITION STANDARD RECORDS WANAGENERET DIVISion : !

1. Application Datse
2-10-72

2 .Agaucy Application Neo.

cp - o—— A LM mer e R S A
INSTRUCTIONS? — See separate inatsuotions for completion of § FOR REZCORDE MANAGEMERT DIVISION USE'

. i ' .
front and reverss of this form. Sign original and two copiesl Dete Recaivad Application Wo. Date Completed

{ APR 7 1972 /M APR - 7 1872

. Perlon to Cont.ct i

nd forwvard to Department of Aro}htun and Hietory, Attention:

saorde Managament ofﬂotir.

3 .AGIICY, Division, Bubdivieion & Adminietering Office Address

Gffice Of Comptroller General
Georgia Industrial Loan Commission _
Iorkln; Title Tel. Ko.

125 State Capitol Depty. Commissioner - 2079

- TRCTTONREGUESTED e —— .

James E. Young

ESTABLISH DISPOSITION STANDARD; DISPOSE OF PRESENT ACCUMULATION;
. RECORD WILL CONTINUE TO ACCUMULATE. NO FURTHER ACCUMULATION ANTICIPATED.
i ﬁ'fm — —ng EXACT snf:u TIYLE — -
: 1955 - 1969 Loan Company Closed Files (Companies no-longer doing business in Ga.)

——
0 Vhat fusetion performed resulted in creation of this serise
. [

To coordinate investigations of all applicants for Industrial Loan Licenses to make the
determination that the financial stability, convenience and advantage, and the needs of the
consumer will be met before License is issued. Process and issue renewals of the approximately
1100 licensees yearly. To levy and collect annual License fees, Investigative fees, and
monthly Loan Tax on all loans made pursuant to the Act. Receive and investigate complaints
relating to the companies licensed by the Department to the degree that the consumer is

totally protected. Carry on a program of education to acquaint Licensee with provisions of the
Act. To provide day-to-day administration of the Law, Rules and Regulations as they apply to
the Industrial Loan industry in Georgia.

= %&_‘KXPTIOI OF BERIES - Include Porm No. & Form Title. if any _}_? dk' - ‘L.*—‘ =
=4 »
¥ These files consist of copies of "State of Geoiﬁgia License" issued by Industrial Loan g
Department, "Annual License Renewal Application® (Form IL-5) received from each loan company
licensed to do business in Georgia. Files also consist of correspondence relating to licensing
of companies as well as annual statements submitted by the companies describing business

done in Georgia when licensed. . " P .

R o
P &
T 380
5 . . } ’ 5y
g et
5 T
'3 S
r,é T - A r AT, T ]
- . RQUTPHENT QCCHPTIRD No., of Drawvers Cu. PL, of Records [ No. of Dravers Cu. Pt. of Records
ANNUAL RATE OF ACCUMULATION
Letter-sige File Dravers E 1 2
In Officels) In Storage Arra{s)
Legal-sise Pila Dravers 5 10 Floor Dpace Occupiwed (dquare Feet) 7
.:'l Lant PrecedingjAll Prioy
Iy Annual Accupulation ar's Yeur's ar's Years'
-—h-uw
\
j AVERAGK DALLY REFERENCER 5 2 0 0

Varl: AK=-%30.T}1
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" PAGE 2
R T ol R T T S TR T T LW L A Gl S b PR e i TR e T NI R E B e SR NS P T T R TR T S RS ST ST PRI W'ﬂmm
QUESTIONNA"RE Place &n "x” in the proper column. 1if onswer ic "Yiu," plesse oxplain YES NO
13. Is this the Record Copy of khe geries? . i S B [
1%. Is there a duplication of tnls senes 1n another office or agency? ‘o ) 11 ™
15. Is the information contained in this series ever summarized or published? | 1 B
16~ Does the series contain classified informstion reguiring security handling? [} £

\

17. Doeg the series document policies and procedures of agency's operation or function? [} [K

18. Could the function be performed if the files were lost or destroyed? &[]
19. Is the series (or meajor portion of it) regularly microfilmed? If yes, why? (1 o
20. Does the record series provide data as 1nput to en EDP file? _ : 1 ™
21. Does the record series contain documentatlon produced as EDP prlntnut? - [j | !
22. Is the series affected by Federal or grant funds? . ' L - S I
23;yili‘jherelbé a-neea_fbrnhegé records ;6, 15 yénré ffdm now?‘ If”yes,'whaﬁ?l : n_i[l []

.1 - g i -

\

2k, REQUIREMENTS The following requires the flles 16 be kept 5 . years :

a.[JSTATE b. []S‘I’A’I‘UI‘E OF ,_1c.[]AUDIT d. []FLDERAL e. BdADMINISTRATIVE []HISTORICAL
LAV - LIMITATION PERIOD LAW . DECISION. , VALUE
(Cite Law, Statute, or other reason for the retentton requtrement)

25. AGENCY RECOMMENDATIONS. This agency recommends that the file series be cut off at the ‘end, |
. f each ~[JCALENDAR YEAR -[]FISCAL YEAR: -[]O’I‘H.ER ,th%,

[ e-w ‘}F
: 27) LS
month(s )/ __year(s), then: ‘

,.-..\..hm-

*A.[]Destroy immediastely after cut off.
B.[]JHold in current files area
1 []Destroy.
2 []Transfer to records center, hold year(s), then: :
- a []Destroy. '
b []Transfer historlcal material to Archives;
destroy‘i nginder.

3 [IDestroy after audit (or - year{s) after audit).

C.[]JHold in current files area indefinitely.

D.klHold in current files area 2  year(s), then transfer to Archives permsnently.
E [Jother

(Indtcate briefly rationale for recommendbttons above/or write additional remarks) :* 5

— {(ETTACH SAMPLES 07 THE SERIES WHEN POSSIBLE

T L ik
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